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Cotton Online Processing System

Centralized Cotton Redemption - County Access Instructions

A. Overview

The purpose of these instructions is to assist the State and County Office Users with the
COPS Centralized Cotton Redemption (CCR) County Invoice download. In COPS
through CCR the Cotton Merchants will have selected and wired funds for redemption of
receipts where they have been assigned as the electronic designated agent (EAD) on
loan(s) with the County Office. With CCR, the single CCR buyer invoice could include
redemption of receipts from single or multiple loans with an individual or more than one
County Office. The County Office is notified by e-mail of the completion of the
redemption and release process and to download the portion of the CCR Invoice
information for their county to be processed in the APSS system.

Sometimes below grade cotton is ‘redeemed’ by the Cotton Merchant, resulting in a
negative repayment value because of the storage credit. On the CCR invoice the
repayment value will be reflected as ‘zero” amount due. The negative repayment bales
will be release to the Cotton Merchant by COPS either with other positive repayment
cotton on the invoice or after ‘accepted’ by the Cotton Merchant if the only payment type
on the invoice. The County Office is notified by e-mail of the release process and print a
report of the bales for manual redemption for their county to be processed as separate
repayments in APSS.
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Cotton Online Processing System

B. Screens and Instructions

1. COPS Home Page

For Downloading or viewing CCR Invoices click the "Invoice Review" option.

el
| File Edt view Favortes Taols Help ‘ Iv
J eBack - -\) - |ﬂ @ \_h ‘ ;) Search *Favontes W meda £4) [f\v ; = _J 33

| address | | Be |J Lirks
=l

[ COPS Home | Logoff |

United States Department of Agriculture
Cotton!Online ProcessingS:

Welcome PATRICIAWILSON. You have access to COPS as a Core User.

Administrative Bale Home Pages Information
+ Change Your Paseword ¢ Bale Comrments |° Wyarehouse Home ‘ * Accessibility Staternent
+ Internal Communications * Bale Information * Availability
+ Request Review ¢ Bale Invoice Search ¢ CCR Buyer Setup
» System Accese Reguest * Duplicate Bales * Experiencing Problems?
= User Maintenance * Erar Information * Newrs Bulleting
= YWiew E-mail * Loan Information « Belated Links
« User Guide

Invoicing Receipts Reports
+ Cettification Recap ¢ Bale Reclass + Accounting Repatts
+ Invoice Cerification * EAD Status + Bale Invoice Search
+ Invoice Payment * Receipt Release + CCC-718
+ Invoice Review + CCR Reports

+ Forecasting

+ Zale Reports

#_HOM_100

-]
[& EEN
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Cotton Online Processing System

2. Invoice Review

The Invoice Review screen is to aid in either the selection of a specific invoice by
invoice number, or to list a group of invoices that meet the selection criteria. The

list of a group of invoices may be displayed in various sort orders.

For a listing of CCR invoice, select Invoice Type of 'Cotton Redemption
Invoices'.

For single county users, the state/county code field will contain the user's
state/county code. For multi state or multi county users, select the state/county
code from the dropdown box.

/3 Invoice Review - Microsoft Internet Explorer

Fle Edt Yiew Favoites Took Hep | u + = - (3 2]/ | Q514 B Sw- Links
Address I@ https:#/devntl] fsa.usda gov: 403/ zervlet/invoicelist PR equest=generatel nvoicelistCriteria j @Go

| COPS Home | Administrative |Bale | Home Pages | Information | Invoicing | Receipts | Reports |Lugoff| =]

United States Department of Agriculture

Cotton Online Processing System

Invoice Review

Invoice Number: I

Sort By Criteria
& Invoice # Descending Wyarehouse Code ]
C nvoice # Ascending Mstr Whee Code _;,
O Type Buyer Code ]
:: gate Praovider 1D _Ll
uyer =
Crop Year "l
 Warehouse . —
Loan Mumber
Date fram I mmdddiny
to l— mmJiddfnnne
Invoice Type Caotton Fedemption Invoice j
Status j
CMALSA
State Code
State/County Code: - _Ll
4« | »
[&] Dore |_|_|—é_|0 Intermnet 4
State Code
State/County Code:
|
Clear All | =
I_REV_110
4 | LlJ
|&] Done I_I_E|e Intemet 4
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Cotton Online Processing System

3. Invoice List

The Invoice List screen will display those invoices available for downloading or
viewing. To select a CCR invoice to view or download, click the line number. To
indicate if the invoice has been downloaded by the County Office, ‘(downloaded)’
will be indicated under the “Type”.

devntd1.Fsa.usda.gov:403/servlet/invoicelist?Request =generateInvoicelist&Field_Invo - | Ell

X
®

File Edit Wiew Favorites Tools Help |l‘

eBack - '_J ~ |ﬂ @ _;} /__j Search \;n:( Favorites @Media e}‘ <] ~ :ﬁ - _J 3

Address [&] https:j/devntd Fsa.usda.gov:403jservietfinvoicelist?Request=generatelnvoicel it&Fisld_Invoice_Number=EInvoice_Sortby= 7 | Go | Links

| COPS Home | Administrative |Bale | Home Pages | Informati | Invoicing | Receipts | Reports |Lngnﬁ| ;I

United States Department of Agriculture
Cotton Online Processing System
Invoice List

Invoice List Criteria:

County Code = 29155, County Code = 28143, County Code = 28095, Invoice Type = Cotton Redemption
Sorted by: Invoice_Number_Descending
Total Invoices in List: 22 1o
Click Line Mo. to Display the Invoice and where applicable click Invoice Number to Download the Invoice | "
Line A Creation Type WHSE/Buyer Invoice
Ho. Invoice Number Date Status Provider St‘Cnty| Loan |Counts Total Amt
1| 2004000001072)  08/26/2004 CR Paid Buyer 8126 | 28/095 nfal nfa nfa =T Go ‘ Links
(downloaded) ] 1] =]
2| 2004000001068  08/26/2004 CR Paid, Refund Due | Buyer 8126 | 28/095 nfal  nfa nfa
andfor Receipts nfa nfa
Released
3| 2004000001065)  08/26/2004 CR Paid, Refund Due | Buyer 3126 | 28/095 nfal nfa nfa nia nfa
(downloaded)| andfor Receipts =
4] | L3 nfa n'a
|@ ©pening page https:/idevntil . fsa,usda, gov: 403 servletfinvoicelist ?Request=generatelnvoicelistaField_Invoice_ ’_’_ E & Internst 4
nia nfa
:ﬁstartl o, mECD® vl J 123 Hilgda, ||@ https:.. Fega270t... | Docum.J @l BV &@ 1105
200 2004000000972 08/06/2004, CR Paid Buyer 8126 | 29/155 nfal  nfa nfa
[downloaded)
21, 2004000000959 08/03/2004, CR Paid, Refund Due | Buyer 8860 | 29/155 nfal  nfa nfa
(downloaded) | andfor Receipts
Released
220 2004000000874 08/02/2004, CR Paid Buyer 8860 | 29/155 nfal  nfa nfa
(downloaded)
|
I_REV_120
4« | »
|&] pone ’_,_rg & Internet v

fﬁstart| [ ) B 0ol | I3 Higda... |@1nmic___ i85 3270t | @Dncum...' ‘9._%_@@&& 11:09 AM
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Cotton Online Processing System

4. County Redemption County Invoice

The Cotton Redemption County Invoice Screen provided summary information
about the invoice by loan number.

It contains a function button for downloading the invoice information to the
Cotton PC to pass to the County Office APSS system for processing. Other
function buttons are to view loan recap information, to print the invoice summary
information to the local printer and to generate a report of the invoice information,
including a detail listing of all bales in the invoice, in PDF format.

3 County Invoice - Microsoft Internet Explorer ;IQIEI
File Edit View Favorites Tools  Help | l.;'

GBack - -_J - d @ 7;‘ | /.,_j Search \;n:'( Favorites wMEd\a €3| <] = :; - J ﬁ

Address Iﬁj https:,i,idevnttll.fsa.usda‘gov:40315Ervlet,iccrlnvc?Request=bu\IdCCRCntyInvc&FlscaIVear=2EIE|4&Inchbr=UUDUU1U?2&Stcd=ﬂ Go | Links

| COPS Home | Administrative | Bale | Home Pages | Information | Invoicing | Receipts | Reports \Lngnﬁ'| El
United States Department of Agriculture
Cotton Online/Processing System

Cotton Redemption County Invoice

Ig‘:::;: H":ﬁer Company Name Invoice Nbr S;;’l';:d St/Cnty Due Date %naI::‘sy ':‘;\:z Cuun}&ymlitlemlt |
Paid 8126 DUNAMVANT 2004000001072 A115  |28/095 pB/26:2004| 175 03733 | 2934767
ENTERPRISES, INC.
=101 x|
Invoice Summary | qe
Certificate P&l _J ﬁ
Loan Humber | Total Bales | Total A t | Bales | A t |Bales | A t 0001072&5tcd=j Go |Link5
00028 12 1,569.81 12 1,565.81 0 0.00
00022 50 5.497.95 50 §.497.95 0 0.00 =
00030 4 654.51 4 654.51 0 0.00
nnn31 11 1714 34 11 171434 n nnn i

4| |_,|J:'&I

[&] pone ,_’_W Amount

0.00
distart| B @ G W O ®  Wrovel | GHigla | &] Count... ﬁazmt_l B Docum.... | | @) &,_@@é& 11:12 AM 0.00
00030 654.51 654.51 0.00
00031 11 171434 ‘H 1.714.34 U 0.00
00032 a7 14,996.07 a7 14,996.07 0 0.00
00033 11 191299 11 191299 0 0.00
Back to Invoice List | Download Invoice | Loan Recap |
County Recap | Generate Report | Frint Imvoice |
B_CCR_130 -
4 | »

|@ Done Flil—gh Internet
distart| R & G W EC S 0ol ||jH\$Ja |@cnunt i serat.., |.Ducum Dl ) L@ 1113am
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CCR Redemption County Invoice (negative repayment)

The Cotton Redemption County Invoice Screen provided summary information
about the invoice by loan number.

When the invoice contains negative repayment bales requiring separate repayment
processing in APSS, a message with instructions and a function button to print the
CCR County bales for Manual Redemption will appear. This report contains
information required for the separate repayment through the County Office APSS
system for processing.

The CCR invoice may require both normal download process and separate
repayment processing or may only have separate repayment processing (no
download button).

/) County Invoice - Microsoft Internet Explorer @] x|
Fie Edit “iew Favoites Tooks Help | I
(Drack = ()~ =] (2] 11| seach ¢ Foites @Peda €40 -]+
Address |g'] hittps: /el te. fsa.usda . gow: 403/ serviet/corinve PR equest=buildCCRCntylnvel Fiscaly ear=2006% recMbr=0000000715 j Go | Links
| COPS Home [ Admini: i | Bale | Home Pages [ Information | Invoicing [ Receipts | Reports | Logoff | B

United States Department of Agriculture

N d o ~ vy Ny vy a3y el s ey

Cott ) Jj p j)) gt j ' j' )

votton onlinerrocessingiyystem!

Cotton Redemption County Invoice

[ Invoice Status [Buyer Id | Company Name | Invoice Nbr [ Sched Nbr [St/Cnty | Due Date [ County Bales | AWP Rate | County Remit Amt |
Paid | 8000 | PFWILSON COTTON BUYERS | 2008000000015 [ 4905 [ 48/303 [03/413/2006 | 3 [ 04342 | 383.31

Invoice Summary

Certificate P&l
Loan Number Total Bales Total Amount Bales Amount Bales Amount
00001 1 173.73 1 173.73 0 0.00
00002 1 203.58 1 203.58 1] 0.00

* There are bales to be manually redesmed on this invoice.
Click the 'Bales for Manual Redemption’ button to view the pdf report.

Biack to Invoice List | Download Invoice Loan Recap |

County Recap | Generate Report | Bales for Manual Redemption I Print Imsoice |

& T8 @ Tuedsies
i#/stan| B & |0 > O] Inbox- Microsolt 0..| | EDS IntemaliCo.. |[ &7 County Invoice... g 3270 o NITC - RU...| @] Dooumenti - Micw.. | [ 0@ 0 L2 IS 334PM

=
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Cotton Online Processing System

6. CCR County Bales for Manual Redemption (negative repayment)

The CCR Bales for Manual Repayment report lists the bales with negative
repayment values by crop year, loan number, warehouse code and receipt number.
In the header of the report is the CCR invoice number, state code, county code,
repayment date, storage credit date, AWP rate, merchants name and address.

The County Office is to process the repayment in APSS according to 7-CN, using
the CCR County Bales for Manual Redemption report as the source document:
e Asa manual repayment so that a prior repayment date can be entered.
e As certificate redemption using Option 2, Commaodity Certificate
Repayment, on Screen PPC00000.
e Using data provided on the report
(Note: Enter the Storage Credit Date from the report as the “Est. Receipt
Release Date” on Screen PPC40200. Do not add two days since this date
already reflects the additional days for storage credit.)
e Issue check for storage credit to the redeeming merchant indicated on the
report
e Mail a copy of the CCC-500 to the redeeming merchant.

2 https://cls tc fsa.usda.gov: 403 /serviet/CCRRepoit ’name=countyReporthreport=CCRR eportCnlyManRdmB - Microsoft Internct Explorer

File Edit “iew Favortes Tools Help | l"

O Back ~ | - Iﬂ \ELI ;j | /f7 Seach \‘:\-\/ Favoites @} Media {_4?| = ."‘_,(, 7.
ddiess [ ] hitps ek to s usdds. gov 403/servet/CORRepoitTname=counlyFieportreport=CCRR eportCalyh arf B aloshinvebr-D00000D1 Bliscal 1=2008bs =45 crtyC=303brpy 7] (£ Go | Links 2

© A savesCopy | Prirt (™ Email ﬁSearch E W el ol B

,W [T select Text - (@

© . Feview & Comment ~ Z sign - ‘

R BT

1+ [/

CCR County Bales for Manual Redemption

Tuesday, March 14, 2006 15:31:30 CST

.lr..lﬁniled ?lales D.eipartrnernt of Agriculture )
CottoniOnlinelBriocessingiSystem

2006, Invoice Number = 000000015, State Code = 48, County Code = 303, Repayment Date = 03/13/2006, Storage Credit Date = 03/15/2006, AWF = 0.4342,
e = PF WILSON COTTON BUYERS, Address = St Joseph, MO 645060069

Number Warehouse Code/Receipt Number

125501/2500036 125501/2800037

! Pages\l Layers\! Signatures \I Bookmarks
=

125501/2800587 125501/28005%8

This report containe 4 bales.

! Commerts

K

4T 1iesxazsin 1 -
4 4 1of 1 porllo @l U HE

[ tore T8 @ Tweddes

d/stat| B8 & o] 7 |0 Inbos - Microsot Dullack || 1\EDSHlemahCattortva.. |[ &7 https:=/7els to fsa.usd__ i 3270 oNITC-RUMEA . | [ O]@ U 59 TS sa2pu
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Cotton Online Processing System

7. CCR County Invoice Download (pop-up to verify)
When the 'Download Invoice' button is selected, a pop-up window will appear to

verify that a download is wanted. To cancel, select the 'Cancel’ button. To
continue with the download, select the 'OK' button.

a County Invoice - Microsoft Internet Explorer _ Inlll

File Edit Wiew Faworites Tools  Help | ':;r

eBack - .‘\_) - \ﬂ @ L:j |/:) Search *Favorites el‘ﬂedia {;‘3| [/_:- ; - _J ﬁ

Address I@ https:,l’,l’devntDl.Fsa.usda.gov:403,l’servIet,l’ccrinvc?Request=buiIdCCRCntyInvc&FiscaIYear=2004&Inchbr=DDDDD10?2&5tcd=j Lete] | Links

2l
Invoice Summary
Certificate P&l
Loan Number Total Bales Total Amount | Bales | Amount | Bales | Amount
00023 12 1,569.81 12 1,569.81 0 0.00
00029 50 8,4597.55 50 8,497 55 0 0.00
00030 4 554.51 4 554.51 0 0.00
o003t x| o [ 0w
00032 0 0.00
00033 \?) Are you sure vou want to download this invoice? 0 0.00
074 I Caneel |
Back to Invoice List | Download Inwvoice | Loan Recap |
County Recap | Generate Report | Frint Irvvaice |

B_CCR_130 -|
1l | B

[&] pone l_ l_ E |4 nternet v

Fstart| FE S G HRE O ® ®rovel . | GHwss. |[£]count.. Bharoe. | Booan.., | @1 50 L@ 11:26am
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Cotton Online Processing System

8. CCR County Invoice Download (pop-up to save file)

To continue with the download, select the 'Save' button.

‘3 County Invoice - Microsoft Internet Explorer =101x|

File Edit View Favorites Tools  Help |t'§

iy = T ’ N c R Q
e Back = | ] - \ﬂ @ Lh | ./“) Search ‘?Asv‘ Favorites eMedla @ | [:_r__{' (=== - 3
Address I@ https:,l',l’devntDl.Fsa.usda.gov:403,|’servlet,l’ccrinvc?Request=buiIdCCRCntyInvc&FiscaIYear=ZDD4&Inchbr=DDDDU10?2&5th=j .—) Go |Links

||

Invoice Summary

 rrcee—— x
P&l
Loan Numb “p |, Some files can harm your computer. If the file information below Amount
00028 \‘) lnoks suspicious, or you do not fully trust the source, do not open or 0.00
—————— zave this file. .
00029 0.00
00030 File name: R4001072,TXT 0.00
00031 File type:  Text Document 0.00
ﬂ From: devntol.fsa,usda.goy 0.00
00033 0.00
Wwhould you like to open the file or save it to your computer?
Open | Save I Cancel | Mare Infa |
E V| &lwaps ask before opening this e of file
County Recap | Generate Report | Frint Inwoice |

B_CCR_130 =
4 | Ll_l
4

|@ Daone ’_ ’_ E |° Internet

&,'startl o HEBOD . |G, ||@ Count... J3g 3270, | @Docum...l @ HV & 11:zam

March 2006 — User Guide version 1.8 Section 4.2 - 11



Cotton Online Processing System

9. CCR County Invoice Download (pop-up for save-in folder selection)

To continue with the download, select the correct folder on the Cotton PC to save
the download file. Select the 'C:' drive, then select 'Program Files' in the 'save in'
box.

/3 County Invoice - Microsoft Internet Explorer

Flle Edt Miew Favaites Tools Help Links 2

-9 QRNAAEIB-Fw-
Address I@ https:.-".-"devntﬂ‘l.fsa.usda.gov:403.-"servlet.-"c:c:rinvc:'?F|equest=buiIdEEF|Entylnvc&FiscaNear=ZDD4&lnchbr=DDDDDDD?8&StEd=28&CntyEdj @GD

CTUONMCOG T
Al

Loan Number Total Bales Total Amount | Bales | Amount | Bales | Amount

00032 2 503,62 0 0.00 2 508.62
File Download M= |
Save As HE
BeEKEUsies | Savel: |3 Progran Files || gl ecap |
T —— Real &@ ek Publish
D —— Sap CAwindows Media Flayer
TewtPad 4 [(3'windows NT
Uninstall Information @ winzip
Uszda
B_CCR_130 Yolo View Express
1 [
File: name: IFMDDDD?B.TXT Save I
- Save as lype: IText Document j Cancel |

4 | _’IL
/€] Done = Y
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10. CCR County Invoice Download (pop-up for save-in folder selection/cont.)

To continue with the download, select the correct folder on the Cotton PC to save
the download file. Start with C: in the 'save in' box, select 'Program Files' and
select 'USDA!' as the next path folder.

If the 'USDA' folder does not exist under the above path, it will need to be
created, see steps 13-14 for how to verify folders exist and create a folder.

/] County Invoice - Microsoft Internet Explorer

Ele Edi View Favoies Took Hep | » = - (3 2] 4 | Q514 | - oF - Lifis
Address I@ https:x’x’devntm.fsa.usda.gov:4D3£servlet£ccrinvc?Hequest:buiIdEEHEntylnvc&FiscaWear=2DD4&lnchbr=DDDDDDD?8&StEd:ZS&EntyEdj (‘J\}GD
=
Invoice Buyer . Sched County AWP County Remit
Status Id Buyer Name | Invoice Nbr Nbr St/Cnty| Due Date Bales Rate Amt
Paid Bo0z Shannon 2004000000078 A1Z2 | 23/083 0550552004 2 05735 o083 .62
Fulgh P - [
Save As HE
Invoice Summary — -
Save in: Ia Uszda j gl
| CattonPC
Loan Number unt
Qo052 G2
Fil : R4000078. TAT 5
Back to Invoice 1= e I \il eCap |
- - Saveaslype |Test Document i
County Fecar I J ﬂl .
B_CCR_130
« | _>IJ
|&] Dore [ |8 [ Inemet i
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11. CCR County Invoice Download (pop-up for save-in folder selection/cont.)

To continue with the download, select the correct folder on the Cotton PC to save
the download file. Select the 'C:' drive in the 'save in' box ', select 'Program Files',
select 'USDA\, and select 'CottonPC' as the next path folder.

If the 'CottonPC' folder does not exist under the above path, it will need to be
created, see steps 13-14 for how to verify folders exist and create a folder.

“J County Invoice - Microzoft Internet Explorer

Ele Edt View Favoites Took Hep | o - = - () 2] 7Y | Q 14 =N o - Links >
Address I@ https:.-".-"devntﬂ‘l.fsa.usda.gov:4D3a’servleta’ccrinvc?ﬂequest=buiIdCCF|CntyInvc&FiscaNear=2004&|nchbr=DDDDDDD?8&Sth=28&CntyCdj @Go
Loan Number Total Bales Total Amount | Bales | Amount | Bales | Amount 2l
00032 2 503,62 0 0.00 2 508.62
File Download =] B3 l
Save As 2] ]
Backto lnvoice  Saveln [ 3 Cotton PC [ gl ecap |
County Recay e
B_CCR_130
File name: IFMDDDD?S.TXT Save I
- Save az type: ITextDocument j Cancel |
4] | o
|§1 Dane I_I_E £ Internet i
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Cotton Online Processing System

12. CCR County Invoice Download (pop-up for save-in folder selection/cont.)

To continue with the download, select the correct folder on the Cotton PC to save
the download file. Select the 'C:" drive in the 'save in' box ', select 'Program Files',
select 'USDA!, select 'CottonPC' and select 'CCR' as the next path folder. Click
the 'Save' button to save the download file to the folder for downloading the file to
the Cotton PC for further processing on the County Office APSS system.

If the 'CCR' folder does not exist under the above path, it will need to be created,
see steps 13-14 for how to verify folders exist and create a folder.

- County Invoice - Microsoft Internet Explorer

File Edt ‘“iew Favorites Toolz Help

¢ 9 QNN AEI -G -

Addiess I@ htlps:z’f’devntﬂ'l.fsa.usda.gov:403x’sawlet/‘ccrinvc'?F\equast=bui|dCCFlCnty|nvc&F\scaNear=2DD4&lnchbr=DDUDUDUT8&Sth=28&CnlyCdj @Go

=l
Invoice Buyer . Sched County AWP County Remit
Status 14 Buyer Name | Invoice Nbr Nbr St'Cnty Due Date Bales Rate Amt
Paid 600z Shannon 2004000000078 A122 28083 D3/23/2004 2 0.5735 408.62
Fulghe (IEITTET] _[C) > I
Invoice Summa -
i Save in IaCcr j gl
Loan MNumber unt
00032 52
Fil B R A000078.T<T 5
Backtolwaice I lil ecap
- Save as lype: IText Document ﬂ Cancel |
County Recap -
B_CCR_130
4 | _>|_I
|&] Done [ 1[5 [ Intemet 7
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Cotton Online Processing System

13. CCR County Invoice Download (pop-up for completion)

Upon completion of the download save to the Cotton PC's 'CCR' folder, a pop-up
window appears. To finish and close the pop-up window, select the 'Close’
button.

a County Invoice - Microsoft Internet Explorer _ Inlﬂ
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14.

CCR County Invoice Download (pop-up to re-download)

If the download was already done, a pop-up window will ask if you
download again, replacing the existing file on the Cotton PC.

3 County Invoice - Microsoft Internet Explorer
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15.

Verify folders on the Cotton PC for the CCR download

The first time Centralized Cotton Redemption is processed on the Cotton PC, the
folder path may not exist and may need to be created.

To verify if the required folders exist, user Window's Explorer.

To bring up Window's Explorer, click the "Start" button (lower left), then click
"Programs”, then MS Windows Explorer".

From Windows Explorer, click on the '+" in front of the "C:" drive. Go down the
list looking for the "Program Files" folder, click '+" in front of the folder. Then
look for the"USDA" folder. If found, click the '+' in front of the "USDA", looking
for the "CottonPC" folder. If found, click the '+" in front of the "CottonPC" ,
looking for "CCR" folder.

If all folders in the path of C:/Program Files/fUSDA/CottonPC/Ccr are found, the
Cotton PC has the correct folder path for downloading the CCR invoices.

If any folder does not exist under the above path, it will need to be created, see
steps 14 for how to create a folder.
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16. Create folders on the Cotton PC for the CCR download

To create any missing folders, use Windows Explorer and click on the drive or
folder that is to have the next path folder added.

For "Program Files" be on "C:" drive.
For "USDA" be on Program Files folder.
For "CottonPC" be on "USDA" folder.
For "CCR" be on "USDA" folder.

On to Window's Explorer's menu bar, click "File" (upper left corner), select
"New", the select "Folder”. A "New Folder" box will appear, waiting for the
folder name to be typed in (In this case "CCR"). Type in the name and press the
"Enter" key. The folder will be created.
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17. CCR County Invoice

Upon completion of the download, the pop-up windows are closed, returning to

the Cotton Redemption County Invoice summary screen.
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=lolx|
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nn31 11 171434 11 1714 34 n nnn =5
l 1R &l
3 [ELsedizeen] [ Amount
€] pone rr i
dsart| B & G WEC® W hovel. | 5 Hiiga |@ Count... ﬁszmt_l B Cocum,.. | |2 %@@éﬁ 11:12 &M 0.00
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18. Cotton Redemption County Invoice Generate Report (pop-up window)

When the 'Generate Report' button is selected a pop-up window appears to verify

that a PDF report of wanted. Select 'OK' to continue or ‘Cancel’.Acrobat Adobe
will open and create a pdf report file. The report will contain all information
about the invoice including the summary information and a detail listing of the

bales redeemed in the invoice.

Use the Adobe tool bar to follow instructions for printing or saving the pdf report.
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Cotton Redemption County Invoice Detail

United States Department of Agriculture
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00030 4 B54.51 4 654.51 [*] 0.00
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19. Loan Recap

The Loan recap screen displays the status of the loan(s) associated with the
invoice. It gives the total bales on the loan, the bales on the invoice for the loan
and the total outstanding bales on the invoice. Button selection allows to return to

the invoice summary or return to the invoice.

/3 Loan Recap - Microsoft Internet Explorer [_ (=] x]
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20. County Recap

The County Recap screen displays the download date for the invoice. Button
selection allows to return to the invoice summary or return to the invoice.

/3 Loan Recap - Microsoft Internet Explorer [_ (=] x]
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21.

Cotton Redemption County Invoice Print Invoice (pop-up window)

When the 'Print Invoice' button is selected a pop-up window appears to allow the
user to select their local printer for printing the invoice.

After selection of printer, select 'Print’ to have the invoice summary printed. To
see a detail listing of the bales on the invoice, see ‘Generate Report’.

) County Invoice - Microsoft Internet Explorer -8l x|
File Edit View Favorites Tools Help | -:f
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C. History/Revision Log

Version
#

Date

Description

1.5

MAR 25, 2004

Created specific Centralized Cotton
Redemption User Guide for State and
County Offices.

1.5a

APR 14, 2004

Added additional instructions to CCR
County Invoice download for opening
MS Windows Explorer per PSD.

1.6

OCT 20, 2004

Replaced screen prints and text for the
following:

-New Home page / more options.
-Invoice List / for County Users will
indicate if invoice hs been *downloaded’.
-CCR County Invoice — now has Buyer
Company name, no longer has button for
detail listing.

-Removed option information for detail
listing. The “‘Generate Report’ button
will build a pdf report including detail
bale listing.

1.7

JAN 5, 2006

New options on Home page
+ Updated Home Page (A_HOM_100)
screen.

1.8

MAR 3, 2006

Added additional screen prints and text for
manual redemption of negative repayment:
-CCR County Invoice screen will have
message and additional ‘Bales for Manual
Redemption’ button.

-New ‘Bales for Manual Redemption’ report
display to assist in recording the repayments
of bales with negative repayments values in
APSS.
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